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CATEGORY 1 

FORMS CONTROL 

1 . 0  PURPOSE 

The purpose of this procedure is to facilitate approval and 
distribution of Environmental Management Department (EMD) 
procedure forms. 

2 . 0  SCOPE 

This procedure applies to all EMD procedure forms. 

3 . 0  DEFINITIONS 

3.1 Mark Up 

Mark up is the draft form with hand-written changes as 
necessary to produce a document consistent with the 

n review and approval process. 

4 . 0  RESPON8IBILITIES 

4 . 1  Qu alltv ' A ssurance Proma m Miaaps er IQAPM) reviews and 
approves forms; then assures that these forms are 
distributed to a l l  users of EMD procedures. 

4.2 Qualitv A s  surance Coordinator f u  C submits forms for 
revision p e r  the direction of t h e  responsible manager 
and resolves comments on forms with the Q A P M .  

Res~onsible Man aaer arranges for revision of forms 
required to implement the procedures for which the 
manager is responsible. 
requested by users. Directs the QAC to submit revised 
forms to the QAPM for review and approval. 

4 . 3  

Addresses changes in forms 

4 . 4  gND P ersonnel use current forms f o r  all EMD activities. 
Also, EMD personnel are responsible far submitting new 
or revised forms for review, approval, and controlled 
distribution. EMD personnel submit the new or revised 
forms to the QAPM through the Responsible Manager. 

/- 

85600133.006 
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CONTROLLED DOCUMENT CONCURRENCE FORM 

ENVIRONMENTAL MANAGEMENT DEPARTMENT 
DOCUMENT CONCURRENCE FORM 

PLEASE INDICATE CONCURRENCE WITH THE A T A C H E D  DOCUMENT 

DOCUMENT NO. REV. 

TITLE 

Concurrence with the above named document is indicated by signature below. 

Name, Title, Organization Signafure 

. . . 
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5 .4 .7  The approved forms are then distributed, 
along with the applicable updated index, to 
all affected personnel, in accordance with 3- 
21000-ADM-06.01, Document Control. 

5.5 All completed forms and the concurrence form w i t h  t h e  
attached mark up are quality assurance records subject 
to 3-21000-ADM-17.01, Records Management. 

6.0  REFERENCES 

6.1 EMD Procedure 3-21000-ADM-06.01, Document Control. 

6 . 2  EMD Procedure 3-21000-ADM-17.01, Records Management. 

6.3  EMD Procedure 3-21000-ADM-18.01, Surveillance. 

7.0  ATTACHMENTS 

Attachment 1 -- Controlled Document C m c u r r e n c e  Form 

a 856D0133.006 
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~ 

PLEASE INOlCAfE CONCURRENCE WITH THE ATTACHED DOCUMENT 

DOCUMENT NO. REV. 

TITLE 

Concurrence with the abave named document is indicated by signature below. 

Name, Title, Organization Signature 

~ ~ 
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